How do I reassign a buyer in
FMSPRD?
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When it becomes necessary to reassign a buyer.

Navigating to Requisitions
to reassign the buyer 1. Accessing the requisition panels to change the buyer.
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Step 1:
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Navigating into PeopleSoft requisitions for buyer reassignment.

Should it become necessary to reassign a requisition to an alternate buyer? The purchasing supervisor or designate
can access the buyers field in the PRP requisition panels. Only Requisitions, which are not on a purchase order,
can be reassigned, otherwise the buyer field will be grayed out and inaccessible.

Note: Only change buyer, do not make any other changes to the requisition.

Go

Requisition Items
Use

Requisition
Requisition Form
Update/Display

uugduudl

The Update/Display Requisition will display.

Enter the desired requisition number.

Administer Procurement

Update/Dizplay -- Requizibions

Business Unit: ILBNL ﬂ
Requisition ID: II]I]I]I]?'I]1 947 Earl |

Search |
Requisition Status: I j

WEE
Origin: I ﬂ il
Requester Name: I Uge Quem |
Unit ReqlD Statuz Origin Requester Hew Duery |

Click OK.
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Requisition Items - Use - Requisitions
File Edt Yiew Go Favertes Use Process lnqure Heport Help

ge®(x| HiiE| we = SE] 2] *v ]|

Reauisifion Form | Requisiion Schedule | Header Comments | Defauts/Detaik | dctivities |

Business Unit: LBNL Requisition 1D: 0000701947
Status: v Requester: EARADDIN j
U Item 1D Cateqgory Long Description Actions
Requisition Quantity UOM Price ‘ Ship To Location Due Date
] o feomrs ]
| 1.0000] [EA j | 7.192.00000 | [000-0001

|Requisitian Fom [Update/Displap i
To change the buyer, access the “Line Details” icon.
Requisition Line 1 Details E
e 1 Change ordert! 8 to PII# 477570 Add ACSLS séw back onto support eff. 241/0 @
Item Details Cancel |
Amount: 7.192.00 LS Dallar
Category: Comp-Sware Status:
Price: 7.152.00000 I”| Zero Price Indizator,
Quantity: 1.0000 Each
Buyer: ISMNULAN
Yendor: I ﬂ I
¥nd Itm D: |
¥ndr Catlg: I [” Inspection Required
MFg ID: l—ﬂ RFQ Required
Mg Itm ID: I ckless [tEm
rLine Default
Wunc [ s
AMUnic [ ¢] Peflen: [ ¢ T caNgie
Proj/Grt: IKXI]E1 I] \ﬂ

\

Click the drop-down key and select the buyers name from the list.
NOTE: Only Requisitions which are not on a purchase order can be reassigned; otherwise the buyer field
will be grayed out and inaccessible
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Buyer Hame: I ﬂ K

Euuer Caricel

ARKOMG — Cearch
ARTIRITI

ATCAMPRE —
A ILLLAM

CatELL

CALLEWEL

CGHOPKIM

CLEATOM

DEASHORO

DEPARRA

DEPASTOR

DUMORTOM

DLOZAMO ;I

il

Either highlight the buyers name and click OK or double-click the buyer’s name.

Requisition Line 1 Details

Line: 1 Change ordertt B to POY B477570: Add ACSLS shw back onto suppart eff. 210 =
~_
ltem Details / Cancel |

Amount: 713200 US Dallar

Category: Comp-Sware Status:

Price: 7.192.00000 I=| Zero Price Indicator

Quantity: 1.0000 LIOM: Each

Buyer: SMNOLAM ﬂ

Vendor: I ﬂ I ﬂ

Vnd Itm ID: |

¥ndr Catlg: I [ Inspection Required

Mig ID: [ 4 I™ RFQ Required

Mfg Itm 1D: I ﬂ I~ Stockless [tem
Line Default /

Wunit [ 4
amunit [ | Polen: [ | T oo

Proj/Grt:

Once you’ve change the buyers name click OK.

Click the Save El icon to accept the change.
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